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Definitions 
 

1. Backup Account Manager (BAM) – This is the backup for the Servicer System 

Administrator.  The Backup Account Manager is responsible for assisting the Lender 

Account Manager with authorizing Servicer Staff and Operators access to the 232 

Healthcare Portal for an assigned Servicer, reset passwords for that Servicer staff and 

authorize which Servicer staff can upload and submit information into the 232 

Healthcare Portal. 

2. Lender Account Manager (LAM) – This is the Servicing Lender’s System Administrator.  

The Lender Account Manager is responsible for authorizing Servicer Staff and Operators 

access to the 232 Healthcare Portal for an assigned Servicer, reset passwords for that 

Servicer Staff and authorize which Servicer Staff can upload and submit information into 

the 232 Healthcare Portal. 

3. Lender Account Representative (LAR) – This is the person that the LAM assigns.  The 

Lender Account Representative is responsible for uploading and submitting information 

into the 232 Healthcare Portal.  

4. Operator – This is the Operator of the Section 232 Insured Project.  Operators are 
labelled as lessees in HUD systems.  Operators are defined as the borrower on projects 
without an operating lease and as the lessee on projects with an operating lease.  The 
Operator role is responsible for attaching quarterly and annual financial statements to 
the Portal or providing quarterly and annual financial statements to the Servicer for 
upload to the Portal 

5. Project Report - This report shows the financial information that was entered into the 

portal for a specific project.  It also provides the five ratio calculations for the project. 

6. Property With Multiple Loans Report - This report identifies those properties that 

currently have multiple active loans.  

7. Servicer – The Lender that collects interest, principal, escrow payments and FHA’s 
mortgage insurance premium (MIP).   

 

  



232 Healthcare Portal - 3/30/2015  4 | P a g e  
 

 

 

 

 

  

 

Module 1 
 

Servicer’s Portal 
Administrator 
Training 

      
 



232 Healthcare Portal - 3/30/2015  5 | P a g e  
 

Servicers 

Servicer’s Portal Administrator Training 

What are the Goals of this Training: 

1. Show the Servicer how to enroll in the 232 Healthcare Portal 

2. Have the Servicer identify its System administration who: 

a. Authorize Servicer staff and operator access to the 232 Healthcare Portal 

b. Will reset passwords for that lender’s staff 

c. Authorize which Servicer staff can upload and submit information into the 232 

Healthcare Portal 

Outline of Servicer Roles in the 232 Healthcare Portal: 

1. Lender Account Manager (LAM) – The Lender Account Manager is responsible for 

authorizing Servicer’s Staff and Operators access to the 232 Healthcare Portal for an assigned 

Servicer, reset passwords for Servicer Staff and authorize which Servicer Staff can upload and 

submit information into the 232 Healthcare Portal. 

2. Backup Account Manager (BAM) – The Backup Account Manager is responsible for 

assisting the Lender Account Manager with authorizing Servicer Staff and Operators access to 

the 232 Healthcare Portal for an assigned Servicer, reset passwords for that Servicer staff and 

authorize which Servicer staff can upload and submit information into the 232 Healthcare 

Portal. 

3. Lender Account Representative (LAR) – The Lender Account Representative is 

responsible for uploading and submitting information into the 232 Healthcare Portal.  

Introduction: 
 

1. Tabs 
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a. Home 

i. Under construction 

b. Tasks 

i. My Tasks  

ii. My Task is a section of the portal that shows you submissions that either 

you have completed or are still awaiting action. 

iii. If you receive an e-mail from the portal stating that you have a task awaiting 

action, you can click on the link in that e-mail and it will take you to this 

section. 

iv. When an Operator submit financial statements, the Servicer assigned to the 

task, will see a number next to the “Tasks” tab (see above picture). 

c. Financial Analysis 

i. The Financial Analysis tab contains the following: 

1. Servicer/Operator Data Input Form 

a. This section is where you will access the form to enter 

financial information and attach financial statements. 

2. My Upload Report 

a. This section identifies those properties that you have 

uploaded financial information and attachments for. 

3. Upload Status 

a. This section identifies the status of the financial information 

uploaded for your entire portfolio.  You can verify which 

properties have uploaded financial information in the portal 

and those that have not. 

4. My Reports – Under Construction 

d. Administration 

i. Manage user 

1. This section allows you to manage those users you have registered 

for the 232 Healthcare Portal. 

ii. Register 

1. This section allows you to Register users. 

iii. Change Password 

1. This section allows you to change your password if need be. 

2. When changing your password, you will be required to provide your 

Username and current password.  You will then be asked to provide 

responses to the three security questions you created when you 

originally registered.  Once you have provided that information you 

will receive an e-mail, with instructions on changing your password. 

e. Contact Us 

i. This section allows you to contact our Help Desk with questions or concerns. 
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How does a Servicer Get Lender Account Management Access: 
1. Complete the Access Form (located on the 232 Operator Financials website) and email it back to 

ORCF at hhcp@hud.gov.

  
 

 

 

 

 

 

 

 

http://portal.hud.gov/hudportal/HUD?src=/federal_housing_administration/healthcare_facilities/residential_care/Operator_Financial_Stmt
mailto:hhcp@hud.gov
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2. Once registration information is received, reviewed and processed by OHP. You will receive an 

automatic e-mail from the Portal with your username, temporary password and log-in 

instructions. 

 
From: <HHcPSupport@staging232health.com> 

Date: Tue, Feb 24, 2015 at 11:17 AM 

Subject: Please complete registration of your account for HUD Healthcare Portal 

To: jne.doe2@xy.com 

 

Your account is created with username: jne.doe2@xy.com, password: 5r{Nj?L3T  

Please click the link to complete registration. 

Please do not reply to this message. 

 

3. Once you have received this e-mail, click the “link” section in the e-mail to complete the 

registration process. 

4. If you do not see an email from HHPSupport in your inbox within 24 hours, please check your 

Spam/Junk Mail folder.  

5. Upon receipt of the e-mail, the requester has 30 days to access the HHcP using the temporary 

password. 

Accessing the portal 
1. To access the portal, go to the “232 Healthcare Portal” website under the “Operator Financial 

Statements” section:  

 

  

 

 

 

 

 

mailto:HHcPSupport@staging232health.com
mailto:jne.doe2@xy.com
mailto:jne.doe2@xy.com
https://staging232health.com/Account/AgreementConfirm/-fvxH4tiXEcC7jA7ve8Wkw2
http://portal.hud.gov/hudportal/HUD?src=/federal_housing_administration/healthcare_facilities/residential_care/Operator_Financial_Stmt
http://portal.hud.gov/hudportal/HUD?src=/federal_housing_administration/healthcare_facilities/residential_care/Operator_Financial_Stmt
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2. Select Okay. 

 

3. You will be re-directed to the 232 Healthcare Portal. 

How to Log into the Portal for the First Time: 
1. Enter your Username (e-mail address) and temporary password. 

 

2. Click the “Log In” button. 

 
 

3. After logging into the portal for the first time, you will be required to create a new password and 
provide three challenge questions. 
 

Please be reminded that the Portal only works with IE 10 or greater for Windows users and Google 
Chrome for MAC users.  
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How does the Lender Account Manager Give Backup Account 

Managers Access to the Portal: 
The Lender Account Manager will request the following information from Backup Account Manager: 

• Requester Last Name 

• Requester First Name 

• Title 

• Requester Office Telephone Number 

• Requester Office Address 

• City 

• State 

• Zip code 

• E-mail Address 

• Time Zone 

• FHA number of the Facility or Facilities associated with 

When the Lender Account Manager receives this information, he or she will create a new user account 

and assign roles and permissions to the new user.  The Lender Account Manager will: 

1. Sign into the Portal 
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2. Go to the Administration tab and select “Register”. 

 

 

3. Select “External user” for User Type. 
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4. Under Available Roles, select Backup Account Manager, to assign the Lender to the new role. 

 

5. Click the arrow to move the assigned role to the “Assigned Roles” box to the right. 
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6. Select the “Continue” button. 

 

7. Enter the required information. 
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8. Select “Register”. 

9. You will be taken back to the “Manage user” section of the Portal. 

How does the Lender Account Manager or Backup Account 

Manager Give Lender Account Representatives Access to the 

Portal: 
The Lender Account Manager will request the following information from Lender Account 

Representative: 

• Requester Last Name 

• Requester First Name 

• Title 

• Requester Office Telephone Number 

• Requester Office Address 

• City 

• State 

• Zip code 

• E-mail Address 

• Time Zone 

• FHA number of the Facility or Facilities associated with 
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When the Lender Account Manager receives this information, he or she will create a new user account 

and assign roles and permissions to the new user.  The Lender Account Manager will: 

1. Sign into the Portal 

 

 

2. Go to the Administration tab and select “Register”. 
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3. Select “External user” for User Type. 

 

4. Under Available Roles, select Lender Account Representative, to assign the Servicer Lender to 

the new role. 
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5. Click the arrow to move the assigned role to the “Assigned Roles” box to the right. 

 

6. Select the “Continue” button. 
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7. Enter the required information. 

 

8. Select “Register”. 

9. You will be taken back to the “Manage user” section of the Portal. 

How does the Lender Account Manager Give an Operator Access: 
The Servicer will request the following information from the Operator: 

• Requester Last Name 

• Requester First Name 

• Title 

• Requester Office Telephone Number 

• Requester Office Address 

• City 

• State 

• Zip code 

• E-mail Address 
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• Time Zone 

• FHA number of the Facility or Facilities associated with 

When the Lender Account Manager receives this information, he or she will create a new user account 

and assign roles and permissions to the HHcP.  The Lender Account Manager will sign into the Portal 

and: 

1. Go to the Administration tab and select “Register”. 

 

2. Select “External user” for User Type. 
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3. Under Available Roles, select Operator Account Representative to assign the Operator to the 

new role. 

 

4. Click the arrow to move the assigned role to the “Assigned Roles” box to the right. 
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5. Select the “Continue” button. 

 

6. Select the Servicer’s name in the “Available Lenders” box. 
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7. Click the top arrow to move the “Available Lenders” name to the “Selected Lenders” box. 

 

8. Click “Continue”. 

9. Select the “Available FHA Number(s) to assign to the Operator. 
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10. Click the top arrow to move the “Available FHA” properties to the “Selected FHA” box. 

 

11. Click “Continue”. 

12. Enter the required information obtained from the Operator. 
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13. Select “Register”. 

14. You will be taken back to the “Manage user” section of the Portal. 
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Batch Uploading 

Batch Upload Excel Spreadsheet    

1. As a LAM, BAM or LAR, you can Batch Upload financial information.  Batch 

upload option is for those Servicers who elect to upload financial information for 

10 or more properties only.  This option is NOT available for single uploads. 

 

2. Go to the Financial Analysis tab and select “Batch File Upload”. 

 

3. To upload the file, click the “Browse” button. 
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4. Select the document you want to upload and double click on it. 

 

 

5. Click Open. 

 



232 Healthcare Portal - 3/30/2015  28 | P a g e  
 

6. Click “Upload”. 

 

 

7. Agree to the Disclaimer. 

 

You can now go to Home > Financial Analysis > My Upload Report to view if the 

upload was successful or to Home > Financial Analysis > Project Report, to review 

the financial information that was uploaded. 
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Directly Inputting Financial Information – 232 Healthcare 

Portal 

How Does a Servicer: 

Attach Files: 

1. Log into the Portal. 

2. You will be directed to the Servicer/Operator Data Input Form where you will enter the 

financial information and attach the Financial Statement(s) 

 

3. Enter the fha number of the property. 
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4. The following fields will automatically populate. 

 

5. Enter the reaming fields. 
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232 Healthcare Portal - 3/30/2015  36 | P a g e  
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6. Click “Attach File” 
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7. Select “Browse”. 

8. Locate the document you want to upload. 

9. Select the document for upload. 

10. Click “Open”. 
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11. Click the “Upload” radial button. 
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12. Click “Upload”. 

 

13. You will be asked to agree to the “Upload Disclaimer”. 

 

14. Once you agree, you will be taken to “My Task”. 

 

Review uploaded files: 
1. Once you are taken to “My Task”, you can review what you have uploaded. 

2. Click on the name of the property. 
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3. Review the information uploaded, to include the attached Financial Statement 

 

Determine if the upload was successful: 
1. Log into the portal. 

2. You will be taken to the “Servicer/Operator Data Input Form” landing page. 

 

3. Click on the “Financial Analysis” tab. 
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4. Select “Upload Status”. 
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5. View by quarter, the status of the information previously uploaded. 

Review missing project uploads: 

1. Log into the Portal. 

2. Select the Financial Analysis Tab 

3. Select Upload Status 

4. Select the number in the column titled “Missing” 

5. You are now able to view the missing project. 

Inputting Financial Information after Operator Has Submitted 

their Financial Statements – 232 Healthcare Portal  

How Does a Servicer: 

Complete “Servicer/Operator Data Input Form” after receiving the attachment 

from the Operator: 

1. Log into the Portal. 

2. Click the “My Task” tab. 

3. In the “Action” column, look for the title “Submit Form”. 
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4. Click on the Name of the new Task. 

 

5. Using the attached Financial Statement, enter the remaining required information.  
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6. Click “Open”  

 

7. Enter the remaining fields using the financial information from the attached document. 
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8. Click the “Upload” radial button. 

9. Click “Upload”. 

What does a Servicer do if the attached financial information is incorrect, old or has some other type of 

error and needs to be replaced by the Operator. 

If you receive the incorrect financial statement, an old financial statement or the financial statement has 

other issues that require the Operator to resubmit, you should annotate that in the Comment Section of 

the Portal and send it back to the Operator for correction. 

1. Enter notes in the “Notes to Operator” section accordingly. 

 

2. Click the “Submit” radial button. 

3. Enter note accordingly, in the “Notes to Operator” box. 
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4. Click “Submit”. 

 

 

5. Accept the “I Agree” button of the Submit Disclaimer. 

6. You will be taken back to the “My Tasks” section where you can see it’s in a hold status, 

awaiting action by the Operator. 
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7. Once you submit the document, it will be returned to the Operator for editing and will show 

in your “My Task” as holding for action. 
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Operators 

Operator Training 

What are the Goals of this training: 

1. Show Operators how to can gain access to the 232 Healthcare Portal 

2. Show Operators how to Logon and Attach PDF of financial statement. 

Introduction: 
Tabs 

 

a. Home 

i. Under Construction 

b. Tasks 

ii. My Tasks  

1. My Task is a section of the portal that show you submissions and 

their statuses. 

c. Financial Analysis 

iii. The Financial Analysis tab contains the following: 

1. Servicer/Operator Data Input Form 

a. This section is where you will access the form to attach 

financial statements. 

2. My Reports  

a. Project Report 

i. This section is where you can see the financial 

information that was uploaded by the Servicer. – 

Under Construction 

d. Administration 

iv. Change Password 

1. This section allows you to change your password if need be. 
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2. When changing your password, you will be required to provide your 

Username and current password.  You will then be asked to provide 

responses to the three security questions you created when you 

originally registered.  Once you have provided that information you 

will receive an e-mail, with instructions on changing your password. 

e. Contact Us 

a. Contact Info 

i. This section allows you to contact the 232 Healthcare Help Desk 

with questions or concerns. 

Outline of Operators Roles in the 232 Healthcare Portal: 

The Operator role may be responsible for attaching Quarterly and Annual financial statements to the 
Portal and submitting them to the Servicer for upload to the Portal.  This action is determined by each 
individual Servicer. 
 

How does Operator Get access: 
1. The Operator will contact their Lender Account Manager and provide the following information: 

 

        Requester Last Name 

• Requester First Name 

• Title 

• Requester Office Telephone Number 

• Requester Office Address 

• City 

• State 

• Zip code 

• E-mail Address 

• Time Zone 

• FHA number of the Facility or Facilities associated with 
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After the request is submitted to the Lender Account Manager and it’s reviewed and processed, 

you will receive an automatic e-mail from the Portal with your username, temporary password 

and log-in instructions (see sample e-mail below). 

 

 
From: <HHcPSupport@staging232health.com> 

Date: Tue, Feb 24, 2015 at 11:17 AM 

Subject: Please complete registration of your account for HUD Healthcare Portal 

To: jne.doe2@xy.com 

 

Your account is created with username: jne.doe2@xy.com, password: 5r{Nj?L3T  

Please click the link to complete registration. 

Please do not reply to this message. 

 

8. Once you have received this e-mail, click the “link” section in the e-mail to complete the 

registration process. 

9. If you do not see an email from HHPSupport in your inbox, please check your Spam/Junk Mail 

folder.  

10. Upon receipt of the e-mail, you have 30 days to access the HHcP using the temporary password. 

Accessing the portal 
1. To access the portal, go to the following website and click on “232 Healthcare Portal” under the 

“Operator Financial Statements” section:  

 

http://portal.hud.gov/hudportal/HUD?src=/federal_housing_administration/healthcare_facilitie

s/residential_care/Operator_Financial_Stmt  

  

mailto:HHcPSupport@staging232health.com
mailto:jne.doe2@xy.com
mailto:jne.doe2@xy.com
https://staging232health.com/Account/AgreementConfirm/-fvxH4tiXEcC7jA7ve8Wkw2


232 Healthcare Portal - 3/30/2015  68 | P a g e  
 

 

 

2. Select Okay. 

 

3. You will be re-directed to the 232 Healthcare Portal. 

How to Log into the Portal for the First Time: 
1. Enter your Username (e-mail address) and temporary password. 

 

2. Click the “Log In” button. 

 
 

3. After logging into the portal for the first time, you will be required to create a new password and 
provide three challenge questions. 
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How does an Operator: 

Attach Files: 

1. Log into the Portal. 

2. Your are taken directly to the Servicer/Operator Data Input Form” 

 
3. Enter the fha number of the property. 

 

4. Click “Attach File”. 



232 Healthcare Portal - 3/30/2015  70 | P a g e  
 

 

5. Locate the document you want to upload. 

6. Select the document for upload. 

7. Click “Attach File”. 

8. You will see the attached document. 

 

9. Select the Lender. 
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10. Enter any notes. 

 

11. Click Submit. 
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12. Click on the “I Agree” tab of the Submit Disclaimer. 

 

How does an Operator know the submission was successful: 
1. Once the financial statements have been submitted, the page resolves to “My Task”, and you 

will see that the task is awaiting Servicer’s review.  
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What happens to the attached file: 
1. The attached file is then uploaded by the Servicer and made viewable and printable for the 

Servicer and HUD Staff. 

2. If an attachment was submitted in error, the Servicer has the ability to request the Operator to 

resubmit the attachment. 

How does an Operator resubmit an attachment: 
1. As an Operator, you may receive a Task in your “My Task” section requesting that you re-submit 

your financial statements that you previously submitted.  This may be requested by the Servicer 

because you accidentally submitted the wrong financial statement, you submitted a poor 

scanned PDF copy, or a host of other things that may be noted in the comments section of the 

portal.   

2. If you have a task awaiting action from you, you will see a number next to the “Tasks” tab. 
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3. Click “Tasks” then “My Task”. 

 

4. Click the name of the task awaiting action from you. 
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5. After clicking the name of the task you will be able to make the necessary changes according to 

the Servicer’s request.  If the request is to update the Financial Statement you submitted, simply 

locate the edited one, select it and click “Attach File”, add notes accordingly and submit it back 

to the Servicer.  You will be asked to “Accept” the terms of the disclaimer prior to submitting. 
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3.  Upload the new document. 

 

4. Add notes if need be. 

 

5. Click Submit. 

6. Agree to the disclaimer. 

7. Return to “My Tasks” to see the updated document(s).  
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 Reports 

Who Can View Reports: 

Reports are available to be viewed by Operators, Lender Account Manager, Backup Account Managers 

and their designated Lender Account Representatives. 

Available Reports: - Under Construction 


